GASi Complaints Procedure

Most complaints will be resolved informally. GASi will encourage mutual discussion or mediation between those involved.

The procedure below will be used when a complaint requires a more formal investigation and response. The aim is always to ensure that where possible complaints are resolved, and harmonious relationships restored.
GASi views complaints as an opportunity to learn and grow as well as the chance to review the situation objectively and seek to find a resolution for the person or people involved. Complaints may involve any member, including a member who is also in any position of leadership in GASi. 

No one who is the subject of a complaint or who would have a conflict of interest for any other reason will be involved in the investigation of a complaint.
All complaints will be handled sensitively and confidentially, informing only those who need to know and following any data protection requirements.

GASi will not consider complaints that are:
a. Raised anonymously.
b. Broadly or substantively the same as previously investigated and resolved complaints.
c. Vexatious or malicious. 

It will be preferable if complaints can be raised soon after the facts become known to the complainant, but we appreciate that there may be reasons why people wait before raising a complaint.


Procedure for Responding to Complaints

GASi will fairly and objectively investigate any reported complaint or claim of unacceptable behaviour by a member. A Form can be found on GASi’s website.

Stages of the Procedure and Recommended Time for each stage
These are the Stages of the Procedure:
Stage 1 – clarification and investigation of the report made to GASi
(within 7 working days from the receipt of the complaint)
Stage 2 – initial consideration of the investigation by the Raising Concerns Group
(within 21 working days of stage 1)    
Stage 3 – further investigation if needed (to be concluded within 14 working days
of stage 2)
Stage 4 – Discussion and decision on the complaint (within 14 working days of stage 2,
or stage 3 if needed)
Stage 5 – The option of an appeal to the Trustees of GASi (the Trustees should be notified within 7 working days of receipt of the Decision. The Appeal will be heard within 6 weeks of notification)
Stage 6 – Reflection (within 6 months of stage 4).

The recommended times may need to be adjusted if a relevant person is not available due to illness or some other appropriate reason.

Stage 1 – Investigation of the Report
When a complaint is made to GASi, the Raising Concerns Group (consisting of 3 Management Committee members) will investigate and clarify the complaint. Any complaint can be sent into the office via office@groupanalyticsociety.co.uk.
The Raising Concerns Group will respond as soon as possible to arrange a meeting with the person reporting the complaint, aware that they may not be the recipient of the unacceptable behaviour. We will consider whether the report is being made informally or formally by (a) the alleged victim or, when relevant, (b) another person reporting on the alleged victim's behalf. The person reporting the complaint may have someone with them during the meeting.
The Raising Concerns Group will gather such information as is available before proceeding to the second stage. Where the person alleged to have behaved in an unacceptable manner is in any position of leadership in GASi, the Raising Concerns Group will consider whether they should remain in their responsibility or be suspended pending the outcome.
The Raising Concerns Group will endeavour to complete the Investigation stage within 7 working days of receiving a complaint, and will maintain confidentiality through the process, within relevant legal frameworks.

Stage 2 – Initial discussion of the Complaint by GASi Raising Concerns Group 
The Raising Concerns Group will meet to discuss the nature of the complaint based on the information gathered at Stage 1.
Details of all complaints will be logged and regularly monitored to notice patterns or trends that require further investigation.
A member of GASi Raising Concerns Group will contact the person reporting to discuss whether the behaviour contravenes the Code of Behaviour or EDI Policy (or any other policy) and to offer support and guidance. If what is being reported breaches GASi’s Code of Behaviour or EDI Policy (or any other policy), the person reporting will be encouraged to provide as many details as can be included, with any corroborating evidence.
A member of GASi Raising Concerns Group will contact the person reporting.
We will ensure discretion so that the smallest possible number of people know about the report. The Management Committee will provide the operational support as this procedure is followed. The Raising Concerns Group will meet within 21 working days of receiving the report of the investigation.

Stage 3 – Further Investigation if required.
As a result of the Raising Concerns Group’s consideration of the evidence, there may need to be further investigation of the complaint.
The Raising Concerns Group will consider the appropriate action regarding questioning the person said to have behaved unacceptably, aware that safeguards may need to be in place to protect the identity of the alleged victim, and/or the person making the report. If an anonymous report has been made which adds to evidence previously gathered, this will be carefully considered, and action taken with utmost discretion to protect the anonymity of the reporter.
When appropriate, the Raising Concerns Group will contact the person said to have behaved unacceptably to arrange a meeting with them (and, if they wish, a trusted colleague/friend) and discuss the allegations with them. A minimum of two members of the Raising Concerns Group will attend the meeting.  A written record will be taken of the meeting and shared with all the attendees so that they can confirm that it is an accurate record.
The Raising Concerns Group will conclude any further investigation within 14 working days of its initial consideration, and then convene a meeting to reach a decision about the Complaint.

Stage 4 – Discussion of the Complaint and Decision. 
Not more than 14 working days after the conclusion of any further investigation, the Raising Concerns Group will discuss the Complaint and reach its decision on further actions. It will bear in mind two necessary approaches: (i) support for all the people involved in the complaint, as well as (ii) taking appropriate action to respond to the complaint.

The Raising Concerns Group will consider allegations on the principle of the balance of probabilities that an event, when supported by evidence, is more likely than not to have happened.

Range of responses
The Raising Concerns Group may reach one or more of the following conclusions.
Please note, this list is not exhaustive:
a. No further action is necessary.
b. A member may be reminded of GASi’s Codes of Behaviour and EDI Policy.
c. A member may receive a verbal or written formal warning about their behaviour.
d. A member may be asked not to attend certain specified activities for a period of time decided by the Raising Concerns Group. 
e. A member in any position of leadership in GASi may be suspended from their responsibility for a period of time decided by the Raising Concerns Group.
f. A member may be removed from membership altogether for a period specified by the Raising Concerns Group.
g. A member in any position of leadership in GASi may be removed from their responsibility altogether for a period specified by the Raising Concerns Group.

Restrictive conclusions (such as at c, d, e, f or g) will be considered at Stage 6 ‘Reflection’ below and may be withdrawn, extended, or made permanent.
In any event, all relevant people will be provided with support for such period of time as appropriate.

Stage 5 – Appeal
An appeal to the Response may be made to GASi Management Committee (Trustees) and will be heard within 6 weeks of the Trustees being notified of the request for an appeal.
The appeal may be brought either by the person sanctioned in Stage 5 or by the complainant. 
The Trustees will not re-examine the complaint but will conduct a review of the steps taken.
The Trustees will review the actions taken under this procedure and either confirm or vary the conclusion.

Stage 6 – Reflection
Not more than six months after the Consideration of Complaint at Stage 4, irrespective of whether an appeal has been made, the Raising Concerns Group will reflect on the decision and consider whether the response remains adequate, or whether there should be a variation. A temporary sanction may be withdrawn, extended, or made permanent.

The Complaints Procedure will be reviewed by the GASi Management Committee on an annual basis.
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